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Introduction

This document is designed to support self-guided instruction
on the variety of reporting functions implemented with NH
FIRST.

The fundamental actions and navigation required to execute
reporting functions should be familiar to users who have
already attended training on specific processes.
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Pyoduction Reports

andard Lawson Reports and

State Customized Reports

generated by DAS/FDM

and posted to the LBI Portal
for agencies to use

(e.g. DTR, SOA)

10/2/09

transactions & links to detgils

on other transactions

directly related to the specific tranjaction
(e.g. PO & AP)

Lawson Reports &
Inquiry Screens
tandard Lawson reports and
screen-based reports
hat can be generated by

individial users within agencies.

10/2/2009

MS Add Ins

Query Wizard
An ad hoc query tool that relies
on Microsoft Add Ins soft
to download data into repoyt format
that can be controlled by ggency users
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Chapter 1

Using the Drill Around Feature
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What 1s Drill Around?

* Tool used to access detailed information on
specific transactions in a Lawson application

* Drill Around functions provide real-time
information in an online format

* Don’t have to wait for a report to access and
analyze data

10/2/2009
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When should I use Drill Around?

Use a drill around on any field in the application
where the drill around icon is available to
access information about your setup, customers,
cash entry and applications, etc. You can also drill
around on certain fields when viewing standard
Lawson reports online (i.e. AR220) Any data in blue
is available for the drill around.

10/2/2009 7

The State of New Hampshire

NH F!RST Project D R A F T
Drill Around 10/2/09

What data is available via Drill Around?

Example: The supervisor of the Accounts Payable
department has a question about a currently unreleased
invoice. He first wants to determine who entered the invoice,
or whether it was interfaced. He drills around on a field on
Basic Invoice (AP20.1) and selects Invoice Origin from the
Drill Around menu. From this drill around, he can see the
invoice was manually entered and which operator entered it.
The date, time, and voucher are also available.
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Basic Invoice (AP20.1)

[>T+ o0 | crange|—peiee 4_prevous 12 tnaure | e 0 oo ]

Company [ 107g

Process Level [o1000 {4

Post Date [tofoifos (1)

Batch 2] Voucher [ 22213 2] Authority Code [pr 7
((Main | Misc | Payment | Options | Prorate | UserFields | Intrastat |
nght Vvendor 177621 4 Remit To [R001% PO 2} 2}
CliCk in 5 Invoice [eo3as773m40s 00 B Inv Description  [5/15/05-CHESHIRE PROBATE
Inv Date [T ETEELS Handling Code l_gp B Fairpoint Communications Nne
the fleld, Due Date  Select Invoice Type | [+ PO Box 11021
. Inv Amount  Attachments T my Currency [0
then click . —r
the Drill Lewiston ME 04243-9472
Around Distribution Code [~ [
User Analysis Buyer Code
box [ Addcomments | [ povetn |  [rosoc] [wvaec ]
FC Co Account Analysis Activity nt
[l 10fd1ss00313 £ so0215(d (2] (2] (2] | 213.48 |
dl o 2] B o [ & i
o 2] e [ & a  Hl
o 2] e [ & e Hl
el ] ] ] & I ] & &I
9
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DRILL EXPLORER
Note the 5
Inveice
Vendor: N Ne Telephone Operatn LLC
many folder [} nvoice Detal Remit To Location: Fairpoint Commumications Nne
t, f [} frvoice Parameters Invoice: 603-357-7394 016 0 Invoice
Invoice Amount: 3.48  USD
opuons tor [ 1 Remit To Payment Location Discount Amug;lt: 0.00
even more 0} tovoie Orign Tapy Favable: A
. . I Lser Field: Tax Amount : 0.00 Tax Code
information o oetwerneE paid Amount: 0.00
(3 o eport/Check Comments Tax Adjust:
Invoice ! Invoice Description: 5/15/09-CHESHIRE PROBATE
[ms]
Statuz: unrelease
Approved: No
Invoice Check Comm Payment Number: UNPATD
() e Check Conr Invoice Date: 05/15/2009 Payment Date:
[ (0] vendor Due Date: 08/12/2009 N30
Caution: With the ) payment checile voucher: 44213

many options
available it is easy
to get into a
“circle” of drilling
into folders you
have already seen,
be careful when
expending/collapsi
ng folders

(23 Expense Distributions
(2] AOC Distributions

purchase order:
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Drilling on Report Information

Note: You must open the report in Text View to use the Drill Around feature
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Click on the data in blue to Drill Around. In this example, the batch 100133 is available
for drilling, and the batch information is displayed.

LAWS@N AR242.prt (Job AR242LBADA - Step 1) TR
KN T ey |

ar2
2adans Dru ExpLonsr
prrvvreny
H 02 company, satch: 10 100133
803 Trasactons nsetch Operator Code: mmurphy
Process Level: 01400
Gatch Date: 01/26/2000
. Receivable Code! ARG
cer Currency: 3
Erocess Count Total, Entry: 3 1
Invoice Total, Entry: 1076.00 950.00
opeer redit Memo Total, Entry: 0.00 0.00
= Debit Memo Total, Entry: 0.00 0.00
status: unreleased
il

Descripticn Tex
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Chapter 2

Viewing Reports In

Lawson Business Intelligence (LBI)
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What Is LBI?

LBI contains a combination of sources of information:

* Partly e-Info Library — where you can view centrally run reports
* Current
* Historical

* Partly e-info Warehouse — where you can run on-demand reports
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file Edt View Favorites

Tools

In Internet Explorer, on the SunSpot website, click on the NH FIRST link

Help

Search S‘,\‘( Favorites

@

B Human Resources
[ Financials

Info Technology
[# Other Services;

Energy Efficiency in
State Gowe.rnment

State Plione/Email
Directary

[# NH FIRST ERF
<

System Status

Systems Availability Status is: Nermal
with a Planned Event ar Notification for NH
FIRST Development, Budget System
Learning Lab.

News
There is no recent news.

What's New
® New Centralized Mailing page now available

Welcome to the Administraiive Services Intranst

Home Help Site Map Feedbs

nh.goy

Sovernor Lynch

Other State Agencies

Exec. Council

Leqislative

Other State Sites

Governor & Council Schedule
Ridesharing Information and
Assistance

Graphic Services Online Orde
System

Popular Links

[T
| &

ssanEn am

0P () Settingsw

oS

# Internst
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File  Edit

Favarit

View

Click on the Links link

es  Tools Help

NH FIRST ERP Home

AGENCY READINESS

Show Site Navlgaﬁ;n v

PROJECT SUPPORT

Got Proiect Duestions?

System Readiness:
" NH FIRST System Status

Development Environment: Normal
Production Environment: Normal

NH FIRST Budget Environment
Learning Lab: Normaal
Fraduction: Normal

NH FIRST News:

Welcome To NH FIRST (ER
Enterprise Resource Plann®

The NH FIRST project will replace the current NH Financial System (NHIFS
Government Human Resource System (GHRS) read more. ..

Home Help Site Map

Se:

NH FIRST
Fformational Bulled
User Acceptance Tesl
Activities:
Contact Tasting Team

Testing Results:
® UAT Results Summar,

~

I

<
&] Dane

4B Internet
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Click on the NH FIRST Prd LBI link

2 NH FIRST - Project Links - Microsoft Internet Explorer

Bl Edt  Wiew

eﬁack £ | E @ (h f'r) Sefarch *Favnntes £5 B- Z\F z I_.J 22

Address | @] http:/isunspot.admin. state.nh.us erp ProjectLinks.asp o Google |Gl ~ !0 > () settings—

Favoritss  Tools  Help

Home Help Site Map

. I Search Sunspat Sei
NH FIRST ERP Home

AGENCY READINESS ] Project Links

Got Readiness Questions? = =
Help ful Tools =
t#1 - May 5, 2009
ilok #2 — May 26, 2000

= NH FIRST|attachments

PROJECT DOCUMENTS = NH FIRST|Secured FTP Site

Archives ® MH First Qev Login (access to UAT/L earning Lab/Training)

Functional Area Documents ® NH First Brd Login (access ta Pilot)

Lanepl thoar Hanale HH First fonversion Crosswalk

ERP Admihistration Login

NH First Qe LBI access to Development Lawsan & affinity Dashboard and

MH First Prd LBI (access to Production Lawson 2 Affinity Dashboard and Rer

PROJECT LINKS

Show Site Navigation W

PROJECT SUPPORT

Got Project Duastions?

4 Internet
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Enter your NH FIRST ID and password, and hit the ENTER key or the Login button

wson Login Page - Windows Internet Explorer
© nhfirst.nh.gov/sso/SSOServlet?_action=LOGINASSERT&_ss( ¥
Fle Edt View Favoriteg Tools Help

® - [Search we O[] 1'® @ ~

pdf [ | B search| (5 0| 7 POF

@ Snaglt & &'
|

% # [ Lawson Logn Page

Page v (¥ Took ¥

LAWS@N

\ P —

@ Internet #100% -
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You will see a dashboard similar to this one. Each box on the dashboard is a module.

You will see only those modules you have access to view.

o] | [worsgace Seo ar

NH FIRST o

2 Budgetng Reports

= GLOD - Chart of Accounts -
o GeneralLecger Reports

 Cash Bosks Reports -

-

o Payrol Interfaces

AuditPrep Guide Reperts

[“Admi =
of the Courts

The State of New Hampshire
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IMPORTANT NOTES

* The dashboard will remain in the background as you view report lists
and reports.

* Each time you open a report list or report, it will open in a new
window. To get out of a report list or report, simply close the window
by clicking on the red ‘X’ in the top right corner.

* There is no log out for LBI. When you have finished what you need
to do, simply close the window by clicking on the red ‘X’ in the top
right corner.

20
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To connect to Portal from LBI, Click on the Portal Home link.

nH FIRST | [Workspace

HH FIRST >

NH FIRST o

~ From the Governor +
" * From Administrative Services +
7o Team =t »From LEL Administrator -

e-InfowarehouseServices @nh.gov

Please Note: To print from LBI, you MUST use the printer icon on the 2nd
row of icons when viewing an LB report.
<~ See NH FIRST Reporting PowerPoint under NH FIRST Helpful Taols.

o NHFIRST Helpful Tools +
o NHFIRST Project +
o NH FIRST Access Forms

& Reference G
o NH FIRST Attachments + o Reference Reports +
FDM Reporting Team Budgeting =
o Extracts for GHRS + © Budgeting Reparts +
o Crystal Management Console +
21
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You will be sent to the NH FIRST Portal and signed on. You can now navigate through Portal as normal. LBI will
remain open in another window on your PC.

R0D

Welcome Usa You a7

LAWS@N ot ome

et S——
DIz

Useful Information

User Levlverk > Manage Subscritions > pattal user Helo
Lisa adoms > Manage User Options > Knoulsdashase
> Change Password C melhmaHol

22
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To view reports within a module, click on the Reports List in that module.

Confact

ing Team st
eInfolllarehouseSer vl(ESﬁIWh‘QUV

oNH FIRST Helpful Todls +
olNH FIRST Project +
olIHFIRST Access Forms +
o Affnity Budget +
olanson Portdl +
ollyLists +

oK FIRST Attachments +

v From the Gavemor +
 From Advinitrative Senvices
» From LB Admiistator +

Pleaze Note: To print f
raw oficans when vig
< SeeNHFIRST

Documentation

Reference

aReference Reports +

m LI, you HUST use the printericon on the 2nd
fuing an LBl report
£norting PoserPaint under NHFIRST Helpful Todls,

E ahH Governme
oSunSpet +
oGHRS +
oenfo Liary
ognfo Reque
aednfo Wareh
o Govermor and
o Quick Bll Stat
aReyised Stat

AR Accounts Recerval

Gend AR quai

o AR10 - Customer +

FOM Reporting Team * 8 W Fudgeting G| o Accounts Receivable Re

oBxtracts for GRS +
orystal Management Cansdle =

 Feuntel Erbnaninn, Arlie | = mehnd

uBudgeting Reparts +

PO - Purchasing
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You will see a list of the reports in that module that you are allowed to see

. To view the latest instance of a

scheduled report, click on the report name.

(3

Welcome, Lisa.Adams

History
Favorites
Unsubscribed Emai

Accounts Payable

General Ledger

Grant Management

Reference

I

1-500f66 1 2 Next

T U T I T T T |

Report Name

Vendor Name Search  [Detgff] [History]

Detail Listing of Revenugé vs. Budget [Detailz] [History]

Detail Listing of Obljgftions vs Budget [Datails

[History]

Statement of Rgfenue and Expenses  [Details]

Accounting Units By Agency Report [Datails] [istory]

Agency Listing  [Details] [+

tary]

Expense Class Codes  [Details

[History]

Detail of Unrestricted Revenue  [Details] [History]
AP520 Co 10 Invoices Passed [Details] [History]
AP520 Co 15 Invoices Passed [Details] [History]

AP520 Co 30 Invoices Errored  [Datails] [History]
€B543 Run Group CR Receipts Passed  [Datails] [History]
CB542 Run Group CR Receipts Errored  [Details] [History]

|
=

24
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You will be able to view the report. This particular report does not contain any confidential
information. Therefore, you will be able to see the entire report if the report was a secured
report, you would only see the information for your agency.

Fle Edi View Favortes Tooks Help

o DA Al O ra . R
(€2 (5] \ﬂ \’_,5] ()| fOseach goravoies £2) | (- i Please note the IFS
: = o == + PRPPRE
B @ M| I O L[] @[ activity is now referred
» to as BUR/DIV (Bureau
a
TE OF NEW HAMPSHIRE = or Division)
ADMINISTRA' SERVICES
ACCOUNTING UNITS BY AGENCY REPCRT
AGENCY  ACCTUNTT  ACCOUNTING UNIT DESCRIFTION coMPANY BURDIV /
02 10000000 OFFICE OF THE GOVERNOR 10 0200
& 002 10010000 EXECUTIVE COUNCIL 10 0220
I3 002 10040000 COMMISSION ON DISABILITY 10 0205
= 002 10060000 CLIENT ASSISTANCE PROGRAM 10 0205
z o2 10070000 TELECOMMUNICATIONS ASSISTANCE 10 0205
& 02 10120000 PUBLIC AWARENESS 10 0205
L] 002 12050000 PETROLEUM VIOLATION ESCROW 10 0210
4 002 36470000 NATIONAL PARK SERVICE 10 0240
£ o2 36950000 10 a0
z 02 36350001 10 0240
& 002 36950002 10 040
@ 002 36850003 10 0240
) 002 36950004 10 0240
o2 36950096 10 40
0 3050057 1 i =
Bl [ Mo o] H[=]H o
&] Dene 4@ Inkernet
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To view historical instances of a scheduled report, click on the [History] button to the right of the report name.

Welcome, Lisa.Adams

1-500f66 1 2 Next

Add to Favorites

History
! @ Report Name [

Favorites

[J Vendor Name Search  [Datails] [History] A
Unsubscribed Email

[] Detail Listing of Revenues vs. Budget [atails] [ristorf] i
Accounts Payable
General Ledger [] Detail Listing of Obligations vs Budget [Detzil=] [Hisfory] 1
Grant Management [] Statement of Revenue and Expenses  (Datsils] [History] 3
Reference [J Accounting Units By Agency Report  [Dtails] [Histery]

[ Agency Listing  [Dst History] .

[ Expense Class Codes [Datails] [History] '

[] Detail of Unrestricted Revenue  [Datails] [History] '

[J AP520 Co 10 Invoices Passed [Datsils] [History]

[] APS520 Co 15 Invoices Passed  [Dtails] [History] .

[J AP520 Co 30 Invoices Errored  [Detsils] [History]

[] CB543 Run Group CR Receipts Passed [Details] [History] i

[J CB543 Run Group CR Receipts Errored  [Detsils] [Hist '

v
J 3 26
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You will see all prior instances of the report sorted by date, with the latest report at the top. Click on the instance

you want to view.

( https://nhfirst.Ibi.nh.gov/?CMD=GETLIST&LIST-&REPORTID=175&REPORTNAME=5tatement%20of%20Revenue% - Win.

-> Statgment of Revenue and Expenses -> History

Vielcome, Lisa.Adams

1-6ofE Ba/ta Previous Report ListDFDSAF

Created Date

@ Insfance Name

[ 6.175_Statement of Reverue and Experises_ON_DEMAND [patais] [Fublications]
[] | 5_175_Statement of Revenue and Expenses_ON_DEMAND  [Details] [Publicationz]
[]  4_175_Statement of Revenue and Expenses SCHEDULED [Dstails] [Publications]
[ 3_175_Statement of Revenue and Expenses_ON_DEMAND  [Details] [Fublications]
[] | 2_175_statement of Revenue and Expenses_ON_DEMAND  [Details] [Publicationz]
[]  1_175_Statement of Revenue and Expenses_ON_DEMAND  [Details] [Publications]

10/1/2009 8i21:122 AM

5/28/2008 7113154 BM

5/28/2008 7:34:10 AM

9/25/2009 11:00:16 AM

5/25/2008 10:58:35 AM

5/25/2008 10:58:04 AM

Output Type| Created By
ndf RETADMNZ
pdf RETADMNZ
POF RPTADMN2
ndf RETADMNZ
pdf RETADMNZ
pof RPTADMNZ
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You will see the report.

IEW&REPORTII 75&INSTANCEID=-6&0Outer)
Fle Edt View Favortes Toos Hep
@ - [searchve[P[]1 @ @ ~ 1
pdf - | ~| B search| 5 0| % POF
@ Snaglt B &=

W& - B - & - [pPage v {FTools v @ P £ K

5@ @®

= B & = 2

@ Internet

28
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Some reports are on-demand reports and require you to enter parameters to limit the data to be included on the
report. Click on the report name in the report list.

https://nhfirst.lbi.nh.gov/?CMD =GETLIST&LIST=AlI&LISTOWNER=RPTADMN3&PAGESIZE=50&LISTBAR=&TIT...

Welcome, Lisa.Adams
1-s0dfes § 2 fext
[ ouierd
History
Y [ report game |

Favories

[] Vendor Name Search [petails] [History] -
Unsubscribed Email

[ | Detail Listing of Revenues vs. Budget [oetails] [History] |
Accounts Payable
General Lecger [ Detail Listing of Obligations vs Budget [Datails] [History] !
Grant Management [] statement of Revenue and Expenses [Dstails] [History]
Reference [ Accounting Units By Agency Report [Details] [History] 4

[] Agency Listing [Datsils] [Histery]

[] | Expense Class Codes [Details] [History]

[0 Detail of Unrestricted Revenue [Details] [History] !

[] AP520 Co 10 Invoices Passed [Details] [History]

[] AP520 Co 15 Invoices Passed [Datsils] [History]

[] AP520 Co 30 Inveices Errored  [Details] [History]

[] CB543 Run Group CR Receipts Passed [Details] [History]

[] CBS43 Run Group CR Receipts Errored  [Datails] [History] .

< — | L
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A screen with all of the required parameters will appear. Enter the desired values for all parameters. Then click on the
Run button.

£ https://nhfirst.Ibi.nh.gov/?CMD=VIEWEREPOR11D=169&INSTANCEID=LAT ESTE&:OuterWrapper=true&NewReport - .

Fle Edt View Favortes Tools Hep

& - [seachve ]| @ @ ~
I

pdf -
& Snaglt B &'

A& BB 8L OTos @b OER |

@ Parameter(s) for: Vendor iame Search

— Shows Parsmeter Sats

~| B search[(3 0] % POF

S——

Report Target:
© Replace this window

O 1n a new window

O Always in a new window

Done @ Intemnet S100% -
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The report will run and display on the screen as a PDF report. You can save a copy of the report by clicking on the
save icon. By clicking on the printer icon you can print the report.

2} Lawson Report Viewen - Micrasoft Internet Exploren =13
File Edit Wiew Favorites— Tools Help e
sk - ~ [ () settings~

H o | et

»

-~

VENDOR SEARGH BY VENDOR LOCATION NAME OR VENDOR SSARGH NAME 4

[ LOCATION INFORMATION 1

VEND # VENDOR SEARCH NAME SUB VEN _VENDOR LOCATION NAME ADDR1 crry st
160556 SOPHIE & ZEKES RESTAURANT 130202 Hanna Lulus Lis ) ‘Sepnie & Zehes Resaurant Clarsment e
165278 HANNA RUBBER CO INC 57611 Hanna Rubber o inc 1511 Battimore Ave Kansas Cay wo
150003 SUFER SHOF N SAVE STORE 319 117488 Hannatord Sres Co Afin Danna Cougnin Fortand we
150003 SUPER SHOP N SAVE STORE 319 13008 Hannaford Bros Co Frankiin 318 Franksn ne
150003 SUPER SHOP N SAVE STORE 318 128128 Hannaford Bres Co PO Bex 1000 Fertand we
150003 SUPER SHOP N SAVE STORE 318 18405 Hannatord Bres Co € Hampstead 190 € Hampstead e
150003 SUPER SHOP N SAVE STORE 318 17745 Hannaford Bres Co Keene 163 Keene e
« 150003 SUPER SHOP N SAVE STORE 319 35676 Hannators Bros Co Raymend 120 Raymend e
£ 150003 SUPER SHOP N SAVE STORE 310 37062 Hannaford Bros Co Concord 320 Cancord e
£ 150003 SUPER SHOP N SAVE STORE 318 04346 Hannaford Bres Co Afin Tandra Fiztcher Fertland we
E 150003 SUPER SHOP N SAVE STORE 318 105771 Hannaford Bres Go Nashua 126/Phammacy Fortand we
b 150003 SUPER SHOP N SAVE STORE 319 108771 Hannaferd Bres Co 175 Catizaum Ave Nazhua e
i 150003 SUPER SHOP N SAVE STORE 319 118870 Hannaford Bres Co Rindge 180/Pharmacy Porland we
150003 SUPER SHOP N SAVE STORE 318 116870 Hannaford Bres Co 233 Rie 202 Findge Het
150003 SUPER SHOP N SAVE STORE 318 126846 Hannatord Bres Co Norshwood 160/Phamasy Fertand we
150003 SUFER SHOF N SAVE STORE 319 126846 Hannaford Bres Co 174 First NH Tpke Nortmood e
150003 SUPER SHOP N SAVE STORE 319 128148 Hannaford Bres Co 14858 Lakeshers Rd Getora e
150003 SUPER SHOP N SAVE STORE 318 128150 Hannaford Bros Co Goffstown 31 1/Pharmacy Porland we
150003 SUPER SHOP N SAVE STORE 318 128150 Hannaford Bres Co 005 Mast =a Gotfstzn e
150003 SUPER SHOP N SAVE STORE 319 128151 Hannatord Bres Co £ Hampstead 190/Fharmacy Fortand we
150003 SUFER SHOF N SAVE STORE 319 128181 Hannaford Sres Co 305 Sandown Ra & Hampstead e

150003 SUPER SHOP N SAVE STORE 319 128152 Co Kesne Portland. ME b

= B = gERlE T
= tors | b bl | @ | = fn A0

&1 oone © Trusted ate
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Please note that should you have any questions on LBI, there is a contact module in the upper right side of the
dashboard with a link to send an e-mail to the FDM Reporting Team.

Tools | | NH FIRST | | Workspace

MH FIRST =

NH FIRST =

Messages
~ From the Governor +
~ From Administrative Services +
»From LEI Administrator +

For guestions on this s

Please Note: To print from LBI, you ML
(WS~ & row of icans when viewing an LBI repo
o MH FIRST Helpful Tools + <--—-See NH FIRST Reporting PowerPoint
o NH FIRST Project +
o NHFIRST Access Forms +

o Affity Budoet -

o Lawson Portal +

oMyLst -

o NH FIRST Attachments + o Reference Reports +
FOFT Reporting Team ==
o Extracts for GHRS « 1 Budgeting Reports +

o Crystal Management Console +
r Crustal Faternriee Sdmin | aonrhnad ©
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MORE IMPORTANT NOTES

* The e-Info Library will contain all Financial reports prior to NH FIRST implementation. If
you need to see a report generated from IFS, you will need to use the e-Info Library. For
reports starting in fiscal year 2010, you will see your reports in LBI.

* The plan is for e-Info Warehouse to contain all data from the IFS system as it currently
does and will be populated with data from NH FIRST Financial System that will be
reformatted to the IFS format. This will allow most reports currently run in e-Info
Warehouse to continue to be run.

* GHRS reporting will remain unchanged. This will continue to use e-Info Library and e-
Info Warehouse for all reporting.

« It is also the intent to continue the use of e-Info Quick View on Sunspot. We are still
working out the logistics of sending the reports to Sunspot.

* The e-Info Request Services will also continue to be available for you to request reports
from the e-Info Warehouse for both IFS and NH FIRST data. However, please be aware that
requests may require more time to be completed. Please allow us as much lead time as you
can. 33
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Chapter 3

Using NHFIRST Inquiry Screens &
Reports

34
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How should reporting screens be used?

® To verify data for transaction entry as part of a
normal business process

¢ Confirm amount of funds available, etc.
* To review transaction information

* View invoices for your agency as of a specific date, etc.

10/2/2009 35
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What are some examples of inquiry
screens in NHFIRST?

® Custom — Developed to meet State requirements

*QLO1 — Revenue Budget Inquiry
*QL02 — Expense Budget Inquiry

® Standard Note: The letter Q
indicates that a screen
* GL94 — Commitment Analysis or report is custorn, it

.. replaces the first letter
* AR90 — Customer Activity of the module (i.e. GL

* RQ44 — Requisition Inquiry becomes QL)

10/2/2009 36
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Inquiry Screens vs. Standard Lawson Reports

. .
Screens m the.90 s (e Reports are generally in the 200’s
AP90) are inquiry screens and are used to view more detailed
used to view transaction information given certain
data parameters in a report format
Invoice Search by Vendor, Invoice (AP90.1) = https://dev.nhfirst.nh.gov/serviet/Report?action=PDF &file=/vg01lvol 1/Isf/law/print/ladams/ap220. .
CREn R D | T SE S eP)nieeen ] ; )
company [ GenerlFung w0 B
Process Level 7] AOMIISTRATIVE seRv
Vendor [ s ‘Aflac Wordwide Headquarters s I ]
or Vendorlist [ @
postonTo [mEr | -
SC Invokce. ‘Base Amount 9
[z 10001908 1,000.00
w |
i moson r o
s [ ada comments |
[ 1000191 1,000.00
s Tnve sz [ boe Comments_|
= .
[l 1122334455 o 100.00 ‘
w0 Inve cuosas [ Add comments
8l 123456 33 100.00 @
[ 1234560 31 6.00 ‘ LY
e o e | s
37
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Cross-Functional Screens
The following screens can be used across all of the modules to obtain budget and
commitment information
QLO1 — Revenue Budget Inquiry
Revenue Budget Inquiry (QLO1.1)
B ¢ previous [ 2 nquire [ ) _text BN inquie ]
Fiscal Year [ 210 periods [T - [z
Company (Fund) [ 3@ Sweanstakes Commision
Accounting Unit [omoor @ Instant
QLOI allows you to get o [y
revenue budget balances by OR Summary Acct [aEcEH Miscelaneous Revenue
Accounting Unit and Class (or Account [ Sales Adjustments
Summary Account) OR by Process Level (Agency) 083 N Lottery Commson
Accounting Unit and Account. . Blnvtmv sz: :H Lo i
Be sure to enter the Fiscal Revenue Category
YeaI, Period (Or range Of Revenue Group 44 Miscellaneous Revenue
periods) and company number. | PAU Code Approved Budget Amt
ThlS IS Slmlla.[‘ tO the revb APPR Ref MULT Balance Bml:ght;wc‘i:
. pse Am
screen in IFS. Additional Est Rev
et Transfers
Cur o Budgotod Am
Recognized Amt 23,549,832.00
unrecognized Amt 250520
Available Amt 23,549,832.00

-3
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QLO2 — Expense Budget Inquiry

QLO2 allows you to get
expense budget balances
by Accounting Unit and
Class OR by Accounting
Unit and Account. Be
sure to enter the Fiscal

Expense Budget Inquiry (QL02.1)

B ( prevous [2 squire ] > next QY anqure -]

Fiscal Year [ 2010 Periods [2 - [2
Company (Fund) [~ 1] General Fund
Accounting Unit [roms [ Adminktraton - Support
Class 50 @ CURRENT EXPENSES
Account [ @
AU Description

Process Level (Agency) 044
BUR/DIV 4400

DES:Envionmental Servdzpt OF
Dept. Envronmental Senices

Organization 1002 Adminitration - Support

Year, Period (or range of

periods) and company
number.

This is similar to
the expb screen in IFS.

APPR Unit 044G Approved Budget Amt 92,662.00
Budgeted Pos Balance Brought Fwd
PAU Code 0304020200 Lapse Amt
MNet Transfer Amt.
Addl Approp Amt
Cur Mod Bud Amt w2660
Pre-Encunbered Amt
Encumbered Amt. 617.27-
Expended Amt 4,22284-
State Share 68.63 Unobligated Amt
Federal Share Available Amt. 87,822.89
Transfer Share 31.37 Pending Obligation Amt 3,05¢.32
Other Share Uncommitted Amt 84,762.57
39
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Use Commitment Analysis
to view a wide range of
account information
relating to encumbrances
and commitments for a
company based on specific
account and period criteria.

GL94 — Commitment Analysis

Account (GL94.2)
O N - KOy e ey |

to 13 Year 2010

Period 3 - 3 Type RMOUNT Budget 7
hece tate 73020008 Account 500000-500383 Supaccoun
Page 2 072
[Tomatons | [ Tows | [ cvewort |

/\um page [

[] 500854

Joint Venture Pool E

[z soosss

Vendor Fees 212,882

[ soo8s6

Retaller Commissions

526,176
[l soosse

Advertising

ra

40
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GL93 - Historical Commitment Analysis

Historical Commitment Analysis (GL93.1)
B ¢ previous 3 inqure [ D _next QY inauire -]

Company w0f]  General Fund

Use GL93 to display vear [
. . . Period [o3[7]
historical commitment sytam ol =]

records for a company,

Created
year and system code. =
[| 200 3 A 23710000 500311 49410 | Hore |
[ 2m0 AP 23710000 500311 49410 [Hore|
e 3 AP 40200000 500931 3900.00-  [Hore|
2010 3 AP 87500000 500464 2227 [ore|
Use the Filter button to [ amo = AP 7500000 500464 3600 [Hore|
[ 2010 3 AP 87500000 500464 36.00-  [Hore |
narrow your results by I 2m 3 A 23710000 500311 49410 [rore |
Vendor, inVOiCe, purchase 210 3 AP 23710000 500311 49410 [More|
- 2w 3 AP 87500000 500464 2227 @
order, or reqUISItlorL [ 2m0 3 AP 87500000 500464 36.00 @
Document
Document. 0000 ‘
41
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Reports for Accounts Receivable

* AR228 Unapplied Unassigned Cash Report
« Unapplied payments
 Unassigned payments
* Prepayments

*AR220—Cash Batch
« Lists details of cash batches entered into Accounts Receivable

*AR222—Customer Cash Report
« Lists the cash entered for a customer within a fund/AR company

*AR228—Unapplied Unassigned Cash Report
« Lists prepayments as well as cash not assigned to a customer or not yet applied

*AR230—Payment Application
« Lists payments that have been applied.

4
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Reports for Accounts Receivable (continued)

* AR232 - Transaction Application Report
« Lists transaction applications for a company during a specified date range

* AR242 - Unreleased Transaction Report
« Lists invoices that have not been released

* AR235—Application Adjustment
« Lists adjustments entered during the cash application process

* AR250—Customer Aging Report
« Shows open transactions for a single customer or for all customers in a customer group
« Created as of the date you specify

* AR251—Company Aging Report
« Shows open transactions for a company.
« Created as of the date you specify

* AR294 - Transaction History Report
« Lists a report of all transactions during a specified date period

43
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Reports for Accounts Payable

* AP220 - Invoice Edit Report
« Lists unreleased invoices for a company by invoice number, authority code, or voucher

* AP230 - Open Payables Report
« Lists released invoices for a company
« Use to review invoice totals and details for accuracy

* AP265—Cash Payment Register
« Lists invoice payments for a pay group and agency (process level) for a specific date range

« AP270—Vendor Payment History
« Lists payments for a vendor or range of vendors for a specific date range

« AP275—Invoice Distribution History

« Lists posted invoice distributions for an agency, Accounting Unit & Account, or posting date
range

44
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Reports for Cash Book and General Ledger Transfers

Cash Book

*CB221 - Bank Transaction Listing
« Lists bank transactions for a cash code or cash code group

* CB210 - Cash Receipt Deposit Listing
« Lists deposits for a cash code, date range, and range of deposit numbers as well as by agency

General Ledger Transfers
*GL240 - Journal Edit Listing
« Lists information for up to eight specific journal entries, or journal entries within a period or

range of periods

* GL245 - Journal Control Report
« List summary information for journal entries, including the status and entry operator

The State of New Hampshire
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Reports for Purchase Orders

*P0220—PO Status Report
« Lists status of purchase orders by number, location, and/or specific buyer

*P0O230—Unreleased Receivings Listing
« Lists unreleased receivings by a specific ship to location, a specific buyer, and/or a specific

buyer group

*PO231—Return Status Report
« Lists detailed information about returns to expedite processing

46
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Reports for Activities

*AC290—Transaction Listing
« Lists transactions posted in AC by activity group, activity, or account category

*AC295—Activity Commitment Summary
* Summarizes activity commitments with actuals and budget data included
« Commitments are activity transactions released in any originating subsystem but not yet posted
to AC

*AC298—Commitment Detail Report
« Lists source document information for commitments including transaction period and year,
document number (invoice), item, description, and resource by activity, account category, and
system

*AC410—Activity Analysis Report
« View the performance of activities. The report compares actual results to plan (including a
variance percentage) for the specified period, year-to-date, and activity-to-date

*AC473—Profit and Loss
* View the income performance of activities
« Shows income statement balances for a period, year-to-date, or life-to-date.
47
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Reports for Grant Management

*GM400 —Award Summary Report
« Lists transactions posted in AC by activity group, activity, or account category

*GM269—Financial Status Report
« Creates a summary of expenditure activity over a specified time period
« Use to complete the Financial Status Report (Short Form), SF-269A as prescribed by OMB

*GM272—Federal Cash Transaction Report
« States the amount of federal cash your institution has.
« Use as a worksheet to complete the Federal Cash Transaction Report (Short Form), SF272 and
the SF272a.

48
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Reports Available in LBI

General Ledger

*Statement of Revenue and Expenses
* Monthly report by company (fund)

*Detail of Unrestricted Revenue
* Run by fiscal month, company, agency, and account

*Unrestricted Revenue Current Month by Revenue Category
« Run by fiscal year and account period

*Deferred Revenue Balance Sheet Acct
« Run by account period, company, agency, and bureau/division

*Statement of Appropriation
« Lists actuals, encumbrances, budget, and remaining budget

*Detail Transaction Register
« Lists transaction detail by accounting unit with starting and ending balances

49
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Reports Available in LBI (continued)

*Revenue Source Summary
* Run for all, restricted or unrestricted

*Consolidated Statement of Expenditures
« Enterprise and Non-Enterprise; Without capital and budgetary basis

*Revenue by Fund
 Restricted, Unrestricted, Enterprise, Non-Enterprise

Grant Management

*Drawdown Request Report
« Lists transaction detail for a drawdown request by CFDA number and date; includes the batch
number

*Invoice - Cash Receipt Generation
« Displays drawdown activity by date and CFDA number

Accounts Receivable
<Invoice Activity
* Run by start and end date for current fiscal year

50
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Reports Available in LBI (continued)

Cash Book

*Cash Disbursement Register
* Run by date and sorted by bank account

*Posted Bank Account Balance Report
« Run by date to provide previous and ending balance information by bank/unit

*Posted Company Balance Report
« Provides balances by company (fund)

*Unrestricted Revenue
* Run by account period, company, or agency

Purchasing

«Commodity Vendor Combinations
« Run by purchasing code; sorted by code or description

*Contracts over 500 Dollars
« Run by appropriate start and end date

The State of New Hampshire
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Reports Available in LBI (continued)

*Encumbrance Activity Detail
* Run by period start and end date

*Open Encumbrances by Bureau/Division
« Produces a list of purchase orders showing their status

*PO Balances Less than 10 percent of PO amount
* Produces a list of purchase orders with an encumbrance balance less than 10% of the total
encumbered

*Requisition Aging
« Produces list of requisitions with their status by bureau/division
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Listings Available in LBI

*Vendor Name Search
« Allows you to search on all or part of a vendor name

Detail Listing of Revenues vs. Budget
* Run by company, agency, activity or accounting unit

*Detail Listing of Obligations vs. Budget
* Run by company, agency, bureau/division, or accounting unit

* Accounting Units by Agency Report
« Includes description, bureau/division, and company information

*Agency Listing
« Lists agency number, description, and corresponding company

*Expense Class Codes
« Lists expenses classes (Summary accounts in Lawson)

53
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Inquiry Screens for Accounts Receivable
AR90 — Customer Activity AR72 - Customer Activity
< Credit Transaction Review (AR72.1)
N S— LK A O |
company [ GENERAL FUND uso
Coromer [ [T aueyit E e
vain, | crean | _acuity. | contact A.,Vu.im;ru.w st s Trends —
2 S smo e
r Lo BOE Balance: DB Number
r
r

-

-
EE
:

Open Orders
Order Limit

f ogmng

Be sure to include history to The RTM count is a good indicator
see posted transactions of a customer’s credit history

54




The State of New Hampshire
NH FIRST Project
Inquiry Screens and Reports

DRAFT
10/2/09

Other AR Inquiry Screens

*AR50 - Customer Aging

¢ Creates a transaction aging summary for a customer

*AR58 - Transaction Review

« View transactions across companies by transaction number and view the associated customer
number, transaction amount, transaction date, and due date

*AR37 - Review Payment Batch

« View payment applications associated with a batch before posting to the general ledger

*AR53 - Customer Application

« View open and historical transactions and corresponding applications for a customer

55

The State of New Hampshire
NH FIRST Project
Inquiry Screens and Reports

DRAFT
10/2/09

Inquiry Screens for Accounts Payable

AP90 — Invoice Search by Vendor, Invoice

Invoice Search by Vendor, Invoice (APS0.1)

IR BT

=0y
:

or Vendor List

PositonTo [ [

| Wlzng
re
r
ra
re
r

Narrow by agency using the process
level field

AP90.3 — Invoice Search by Voucher

Invoice Search by Voucher (AP90.3)

[B] ¢ prevos |2 anaure [) et QY o]

Company [TTHR General Fund
Voucher [

o i1 e one waw

00.00
‘Add Comments

Use this screen to view the work
unit number for released invoices
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Other AP Inquiry Screens

*AP90.5 — Cash Payment Inquiry

¢ View detailed information for a cash payment, including invoices paid

*AP40 - Invoice Hold Selection
¢ View invoices on hold for a vendor

Distribution Inquiries
*AP95 - Invoice Distributions
*AP95.2 - GL Account Distributions
*AP95.3 - Activity Distributions

Vendor Inquiries
*AP91 - Vendor Activity
*AP92 - Vendor Invoices

More Invoice Search Screens
*AP90.2 - Invoice Search by Invoice Date
*AP90.4 — Invoice Search by Purchase Order

57
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Inquiry Screen for Cash Book

CB90.4 — Bank Transactions

Bank Transactions (CB90.4)

B2 oqure QY naure |

cash code ori @ 81 Recening
Transaction Code & 7

672000

This screen is used for viewing deposits and other bank
transactions; Use the filter button to search by issue date

or company

Position To [ 2]

EIS CHECKS 7/10/08.
612500 (R Open EIS CHECKS 7/13/09
681500 (R Open EISCHECKS 7/15/09
15480.00 R Open IS Checks 07/17/2009
972000 R Open  EISCHECKS 7/17/09.
1560000 R Open IS GHECKS 7/22/09
2651000 R Open  EIS GHECKS 7/24/09
6065.00 (R Open EIS CHECKS 7/28/09
631500 (R Open EIS Checks 7/29/09

866500 (R Open EIS Checks8/3/09

800000 (R Open EIS Checks 08/06/2009
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GL90 - Transaction Analysis

Transaction Analysis (GL90.1)

Inquiry Screens for General Ledger

GL95 — Account Analysis

Account Analysis (GL95.1)

[ > ] € revious [2 tnaure [ ) et J tnaue_ -] [_ox | conce ]
Company [H@  GenerlFund = Company [ GenerlFun uso
Accountng Une [ Admwsn - s Charttame o7& tlew HamosheeCror o Acs
Account Number [“omoll B Supples (Consumable) organization Selection
- ] Accounting Unit [ioses @ Adminstration - Support
Compare ] Begin bal 20853 Uso Company Group ]
[ o i i Accounting uni st [
| Sioer 4 ending bl 010 tevlGrowp [ &
Major Account [ Soranh [ soia0 Supples (Consurable)
g3 31 1sS02llonhess: Dssf H 00 "’“":::“:::: g
e 2 a 381 ssivess Westngh H 408 e aroup -
res ® 381 st Vestngh W n
lra s » 361 iraszsRs raerComp W w050 PP Vg L S
ras ow M 14 oo somc
g 3 H 6500 [E—
Lo 1 = o s
Type [ Amount currency [
rd e o» “ a2 sudoet [ [———
re s » " 1os Rpundng g vos Riow zeo Amounts [T ves
s w W e
ra s w rsssons picss " s

Use this screen to view transactions
from all subsystems and their status

[ accomgni |

View account totals by one account or a
range of accounts; be sure to click the OK
button after entering parameters then choose
a category from the buttons below

59

The State of New Hampshire
NH FIRST Project
Inquiry Screens and Reports

DRAFT
10/2/09

Inquiry Screen for Multi Ledger

ML90 - Ledger Transaction Analysis

Ledger Transaction Analysis (ML90.1)

Ledger friormRy @ M Lottery Commisson
Company @ Sweepstakes Commssin uso
Accounting Unit [Rozooe @ Powerbal
Account number [SEssEE @ raes
Year, beriods [ 5 [oikt [EE it T
Begin bal 00 uso
[ ier Reconie Posted 0
[ vowm | Voot Ending bal o

2 N Powerbal Przes

2,000.00
2,000.00
2,000.00

3 N Powerbal Przes

5 N Powerbal Przes

For agencies that use ML (i.e. Liquor and Lottery), this screen is
similar to GL90 for viewing transaction information
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Activity Analysis (AC90.1)

[/ |

Acenty Group et [T
o Actiity Group i

Inquiry Screens for Activities

AC90/AC9I5 — Activity/Account Category Analysis

]
or Activites [ o

==

r o
or Actwity Lt [
Activiy Level Type [

Level Depth [z

Account Category Group [
o Account cat Type )

or Account Category [

period, Vear Range [, [ 5. res

ToDate
Budget [
cumency [
Type i
print zero Rows i)
Rounding i
Budget 0pt

Range of periods

amaunts
o
whoke

Sort option [x(z]

Actual Commiment,Sudget [ profttons

JR——

Enter parameters and click Inquire.
Then choose appropriate button

Actual, Commitment, Budget (AC90.2)

| eiescic| pstack ] 1] s |

CSVEpert

Transaction |

[otais
FCActity ‘Commitments.
[ o 44er BFSRE Cianup SRF P

732 8928
[Q s4ero0 BFSR Cianup Grant 1

732 892
&l 4groon BF 99 Admin Faderal 1

732 8028
&l +4sroons BF 69 Admin Federa 1

732 8928
[ 4aeosap B 99 Admin Faderal 1

732 8528
g sow cwsR progam

1295471 20,707,468

& +4ows ean Viater Gran 200

803,172

- 3,010 acunze
postionTo e @
Budget
om0
16254
oo0i0.0010
1625

00040-0010-0020

16,254
00040-0010:0020-0010

16258
00040-0010.0020-00100010

16,25+
o020

31,002,930
000200040
803172

Results display on AC90 or AC95 subform
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Inquiry Screens for Activities (continued)

AC90 — Transaction Analysis

Transaction Analysis (AC96.1)
B ¢ pevions |2 navie )t QY ioaiee ]

P —

Account Category 555 2]
vear, periods [

Position to Date [

ompare |
it

= re

v 2009 4RRA Loans Posing
Federal Income

Sumreried cansacton 9.

Rt i bt =

Sumaread tansacton 9
ARRA-Coan Water Sate. 9

AC98 — Commitment Detail Analysis

Commitment Detail Analysis (AC98.1)
R T O | T

T a—]
Account Ctegory [

DWSRFO8 Postng ST Prog Mgt
Equpment Loase

vear, perods [ & [E
Beginning Baance o uso = Ao
Posted 499.00606- —
Lol ol FC Company Resouce  Document or Job Code.
174786 0103660
& Amount
ra s 0103637
 wm Amount
mER0n =
i r
750537 ) Amount
Erers s
ra
Amount
ra
Amount
ra
Amount
ra
Amount

View activity transaction
information by account category

Item, Description or Pay Code
COPIER RENTAL

6200 unit 100
COPIER RENTAL

66300 vt 100

Analyze commitment data from
subsystems such as RQ
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RQ44 — Requisition Inquiry

Requisition Inquiry (RQ44.1)

B ¢ previous [ 2 tnqure 1) iext B anaure ]

company [
Requistion [l

Requesting Location 04600
Requester gy

Gensnalfund

Gorrectons, Dept Of
Deliver To. 11 STATE PRISON WAREHOUSE

Inquiry Screens for Requisitions

Requisition Detail Inquiry (RQ44.2)

B ¢ previons [2 toaure [t T toauire ]

Company [
Status procszed
Requesting Location 04600

Requester counsy

Requistion [ o000l

RQ44.2 — Requisition Detail Inquiry

GenerlFund usp
Status Processed
Correctins, Dept OF

Requested Delvery J

Requested Delvery <2 Approval Leve Atained Date Avproved
Bayer ER— Approval Levelto Attan Ber oic
Hext Authorzation lame. 10N
Defver To_ 1 STATE RIS VAREHOUSE
W B DR R e g = T [ ] Line Status. processed
e 70 8 PI0KED Up 15 EEDED Matchd Are: tem HISC DOOR HARDIARE sarce
Reauested Vendor 155713 v oo Detver s 70 8 PICKED Up A5 NEEDED
re (Comene )
‘ Matched Amt: Requested 1.00
Requested vendor v peter v o000 Stipped
ra Potne s Retumed
Requested Vendor 155713 8001 ‘Worksheet Cancelled
Requested Vendor v petver Detver xouame vom =4
re wnitcost 200000000 from company 10
Tran unic Cost 200000000 rom Location 04600
Requestad Vendor o oetver TranCure Code 450 Lasease0

‘Sourcing Event

Inquire on the status of a specific
requisition; displays all the requisition
lines, items, and the quantities requested
and delivered

Use this form for more detail, such
as authorizations, quantities shipped

and returned, etc.
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Inquiry Screens for Requisitions (continued)

RQ40 — Requisitions by Location

Requisitions by Location (R040.1)

B prevac |2 e ) e J] smgre |

Company [ GenealFand
Requesting Location oo i

Requzstet fshes [

status 5[ Ll

Stz ek
3a00es Sz

Display Orter [c[f] ezt Cate

Position To

First Item Description

s 00200 5 FS:016 - XPLEZ 6179

[ 102004
e 10433

Bz 12080 Monthly ceaning coss

RQ41 - Requisition Status

Requisition Status (RQ41.1)

- KES ATl | I

From Company [~ 7 Generl Furd
From Locaton oz 7] Dapt Of Ircmate Tectndocy
status ] Al

Ttem ArbuteLst [

PosttonTo [

R UPS HAIITENAICE
[ e osas P 2010 HASH RENT
‘ [ o184 e SCFTWARE MAINTENANICE 7/9-7/10
Mg wam o LICBISE WA SOFTWARE
Mg tmn s TECHIIGA. TRAIING COURSES
[E i s ASCIO VEN3ERSHE FY 2010
Mg wxn  wcos TECH SUPPOR CONTRACT
[g e oo NCAFEE SEVEWA.
e
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Inquiry Screens for Purchase Orders
POS54 — Purchase Order Inquiry
Purchase Order Inquiry (PO54.1)
CIEm |
Company [ ]  GeneralFund
Purchase Order Inquiry (P054.2)
Header Seecton LineSelection =Y e BT
pobate [ Gr [ Sort [pe] o flmber Company 10 Generlund sot
Vendor [ @ e e
T 4 Total POs. Lines Amount. 107100 USD
Purchase From Location | 1] — — - —
oercose [ ] Ta e rp e o
Buyer AttibuteList [ @ g
status [ 3] ra
P Code [ ra
PoMumber [ mms@d [ | @ ra
Subcontractor PO [[f] o rg
Enter PO date, number, vendor, or buyer PO54.2 will display with the results

code and click the Inquire button; or

choose line selection criteria
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Other PO Inquiry Screens

*POS58 - Receipt Inquiry
« Inquire on or print received items for a specific company based on specific selection criteria

*PO64 - PO Line Item History
« View the history of a purchase order line, which begins with the date the item was ordered and
ends the date the item is fully released
* The top half of this form displays the purchase order line as it was originally entered, and the
bottom half displays all the transactions that have occurred on the line

*PO66 — PO Revision History
* View revisions to a purchase order that are created when a change is made to an audited field
after the purchase order has been printed
¢ The "Issue" tab shows you the method by which the revision was issued as well as the date and
time
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Chapter 4

Using the MS Add Ins Query Wizard
to Extract Data from NHFIRST
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What is the Query Wizard?

® Allows users to extract data from Lawson into Excel

® Provides users the ability to:

¢ format data

* set selection criteria

* sort results

* perform calculations

» specify a worksheet for the output
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Why should the Query Wizard be used?

® To define and create custom reports with live data

* To modify data, and then use the Upload Wizard
to load those changes back into Lawson
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What data is available from the Query Wizard?

* Allows users to extract both setup and transaction data
from Lawson forms

* Query any data you seen on the form based on criteria
entered (dates, transaction status, etc.)

* Can provide similar information to what was used
previously with Crystal reporting, the e-info canned
report, and e-info request services
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How do I get access to the Query
Wizard?

* Submit request form to include security access to
Microsoft Add-Ins — Query Wizard

* Submit request to have Add-Ins installed on your
PC

10/2/2009 71
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To Log into the Query Wizard
Open a new Excel spreadsheet and click Lawson, then Query Wizard
icrosoft Excel - Baok1 S]]
Edit View Insert Format Tools |Lawson | Data Window Help ASAP Utities -8 x
aoldazasanf ey wead | seliannae s
53 Upload Wizard
5 7

A ] B [ ¢ [ o [ E [ F [ 6 [ H [ 1T 2y
=
| 3 |
5

Login with your normal Lawson username and password and click OK
LAWSEN For PROD, the server is
Server | = http://prd.nhfirst.nh.gov
User |
Password d ‘
=N
S, Peton #5851 055 and et patent pondiy
Eoprane 2057 oo St e resorvd.
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Querying Data from a Form

On the Welcome tab in the Choose Query Source box, click the Application radio

button, and then click the Next button.

%3 Lawson Query Wizard for Exeel, Source = Application Form

Welcome | Fields | Column Hesdings ] Crieia | Subtotals | Sort | Fomet | workbook | Map Wizard
Bremifim s
I_AWSQ)y N"' " Database Tables . . _
S3 CEE & Hpelication Application =
wizard for' i Forms
& Excel
i Lawson S3
. Add-Ins for
Ricrosaftd Office
Note: The Query
Wizard will default
to database tables,
so be sure to click
the Application
= = button before
continuing
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In the live system,
the product line
should always be
PROD

Double click on a Product Line to display the available system codes.

E3 Lawson Query Wizard| for Excel, Source = Application Form

Wieloome  Fields | Column Headings | Crteria | Subtotals | Sont | Fomat | Wirkbook | Map Wizard
Froduct Lines/System Codes/Files Fields Selected Fisls

GEM
LOGAN

D803

Table Prefix Translation

Prefis | Femove Selected Field |

Cancel | < Previous Mewt >
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Double click on a System Code (i.e. Accounts Payable) to display the available forms

Fields

Product Lines/System Codes/Files

E3 Lawson Query Wizard for Excel, Source = Application Form

Weloome  Fields | Column Headings | Ctera | Subtotals | ot | Fomat | werkbook | Map Wizard |

Selected Fislds

T3 APODT, Verdor Brous
L APOD2, Vendor Group
L APOD3, Vendor Class
L APOD4, Company
L} APONS, Process Leve
L APONB, Company Apr
L APONF, Distribution R
L AP, Pay Group

Pay Group Op

, Electronic Tre

, Pay Group Ce

. Pay Group e

. Reportable In

Renctahis In
>

<

LB PP 7

=~

T able: Prefi Translation

Prefix

| Remove Selested Fisld |

Concel |

< Previous Hext >
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Double-click on the Form (i.e. AP10.1, Vendor) to select it for the query. The fields

associated with the form will be displayed in the Fields area. Key fields automatically
display in the Selected Fields

Lawson Query Wizard for Excel, Source = Application Form

area.

Welcame  Fiskds | Calumn Headings | Crieria | Subtotals | Sont | Fomat | Warkback | Mapwizard |

Selected Fields

Product Lines/System Codes/Fies Fields
L7 APOR1 AuthoredBua || | TOZVENHDLDANSFFLAG  a
: MDZVEN HOLDINSPFLAG
s :ﬁg; ‘2 ws aiic] F08VEN-VEN-PRIDRITY
& . This program CHOSVENCEMINIMUMAMT
£3 APO7.3, This program = H0GVEN SEP-CHK FLAG
ot oo VRSB AR Dbt
23 APD31. Distrbution U K -CB-HOLD-
:}} s csivial D3VEN ENCLOSURE
£ g IGVENENCLOSURE
& . ZH11VENMATEH.TABLE
£ AP10.2. Vendor Locat TTZVEN MAXINV-AMT
£ AF103, One Time Ver N14VENAULE GROUP
G AP0, Custone VN DISE CaLEBeTE
&k AP10.5, Vendor, Comp Z1117:VEN-NCOME WHFLG
£} AP10B. Location, Con F1BVENINCOME \WHFLG
3 AP10.7. Vendor Appro T1SVENFLOAT DAYS
45 APINR Minss Rarder | Y _NZATTRIB-EXIST
< 3 H20VEN-ALIDATE-PD
= TN2IVENVALIDATEPD Cl

Table Prefix Translation

Prelis Select All Fields |

f3:VEN-VENDOR-GROUF

Fiemove Selected Field |

Cancel | <

Previaus New > |
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If you need to determine which fields to select, open the Lawson Portal and go to the
form where the field exists. Click cursor on the field in a form and press the CTRL +
Shift + O keys on the keyboard to display the coding for that field.

LAWS<N
B+ o [~ chanoe] — ociete | {_rrovions [ imauire [ b o I inauiee ]

Vendor (AP10.1)

State of Now Hampshire

Vendor Group [

[ Povendar

vendor [ ewaTid

TR

Table Prefix

[T .

VendorDank | [ customer 1] [

Contact: Defaults Options Returns User Ficlds.

Approval

[ tocations | *

P Cards

— Address

Vendor Class Purchasng/AP Vendors

[Pur
fnone

Process Group

Tax 1D [113520385 [

Multpayven | [ xeefVendors

et

Pay Vendor

1 Stop Clectronics Center

Effective Date P/107005

n.

Address 1 1 Stop Camera &Electronics

Addrass 2 [1100 Concy Taand Ave

Address 3 |

Address 4 |
ity or Address 5 [orooeyn
State or Province i
coumty [
Country [ @
Region [ 7

postal Code [75m

TIP: Match this code (f7) to the

/ Field Name

one on the field selection screen
to find it more quickly
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Select the fields for the query by double-clicking or dragging the field to the Selected
Fields column. To remove a field from the Selected Fields column, select it and click the
Remove Selected Field button below.

Fields Selected Fields
_f4JEC-COMPANTY -~ MJBC-COMPANY
_f40BC-EXP-ACCOUNT B fE:JBCIOB-CODE

_141uBC-EXP-5UB-ACCT

_l42GLM-DESCRIPTION

_I4ZJBC-TIPPED
[44:1BC-TIPPED

_ DESC
_f47JBC-CAWC-CLASS
_f4BMWCC-CA-DEST

[S5:PAS-NAM
C-EEL

5B JBC-HIGH-ED-CAT
i5%JBCHIGH-ED CAT
“i6:JBC.OB-CODE

_IB0JBC-HIGH-ED-SUBCAT
_IBTIBC-ACADEMIC-RANK
_IBZJBC-ACADEMIC-RANK

_A4JCL-DESCRIPTION
_f8.JBC-EFFECTIVE-DATE
_f45.JBCAWC-CLASS
_f55.JBC-EEQ-CAT

Note: There is a limit of
100 fields to select

Selected Fields
[AVEN-VENDOR-GROUP

“I7VENVENDORYNAME
_NSYLO-LOCATION-CODE
_[Z3VENVEN-CLASS

[34:DR-A0DR1

Remove Selected Field

To change the order in which the fields appear, click to select
a field name and then click in the position where the field

should appear. Click the Next button when finished.
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To change the column headings that display in your query results, double-click the Field
name that should be changed and the New Heading field appears with the existing field
name. Enter the new field name and click OK.

€3 Lawson Query Wizard for Excel, Source = Application Form

elcome| Fiekds  Coluran Headings | Citera | Subtetals | Sott | Format | Workbook | Map Wizard
Cobumn Headngs
Include Column Headings
F3VENVENDDR-GROUP W Workshest <
_[TVEN-YENDOR-YNAME
_f15LO-LOCATION-CODE
_f23VENAEN-CLASS
_f34VDR-ADDR1
NewHeading
endof
Concel
Cancel < Previous Nest > Finish

Optionally, you can choose to not include column headings
in your worksheet by unchecking the check box above.

When finished, click the Next button. 79
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To narrow the results in your query to a certain vendor class, for example, use the criteria
tab. In the Set Key Field Values area, enter the vendor class (EMP for employees) in the
value field. Only employee vendors will be returned in the query.

&3 Lawson Query Wizard for, Excel, Source = Application Form

Welcome| Fields| Column Headings Citeria | sustotats| ot | Fomat | wiaikbeok | Mapwizard |
Appiicalion Setiings

Set Key FieldValues

Field Value <
Mavium # of records
et

Clear Key Values
_[ZVEN-VENDOR-GRC.
_MBVEN-YENDOR
(3] _{7VEN-VENDORVNA,
_f5VLO-LOCATION CI ||

Sk Fiel Filter Values
Cleax Filtr Values
Field Value
_3VEN-VENDOR-GRC
_{BVEN-VENDOR
_7VENVENDOR VA

116:LOLOCATION £
123:VENVEN-CLASS
{34:VDRADDRT

Cancel < Previaus Next > Firish

Optionally, in the Maximum # of records to return field,
enter a sufficient value. The system defaults to 10. The

maximum is 65,520. Click the Next button. 30
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On the Subtotals tab, you may choose to use subtotals in your query. From the At each
change in: drop-down list, select the record at which Excel is to calculate a subtotal.
From the Use function: drop-down list, select the operation that Excel is to perform. In
the Add subtotal to: list, select the field that the calculations to be performed on.

Wizard for Excel, Source = Application Form

Weloame| Felds] Cotamn Hoodings| Gieia S | S | Famt| Workbook | Mepwzad

Sublotals
At sach change in

Vendor Name =

¥ Replace curent subtotals
T Page break between groups
¥ Sunimary below data

Cancel < Previous Nest > Finish

Note: This option may slow the query processing when processing for large
amounts of data and may be completed in Excel after the query is completed.
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You can also sort your query based on up to 3 different fields. Choose whether to view
the data in ascending or descending order.

&3 Lawson Query Wizard for Excel, Source = Appli
Welcome | Fields| Column Headings | Crtea | Subtotak  Sort | Format | Workbook | Map Wizard
Sat

Sort By
@ pscending

" Descending
Then By

e

" Descending
ThenBy

e

" Descending

Clear Soit

Cancel < Previous et > Firish
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The query wizard also provides a formatting function, if desired. While this option is not
often used in basic querying, it is possible to choose a title for the worksheet and set up
the format for the worksheet. All of the standard Excel formatting options are available.

3 Lawson Query Wizard for Excel, Source = Application Form

wlcore | Fiek| Colunn Headngs| Ciera] Subtads | Sat  Fomat | Worksodk | Map Wz
Farmat ‘Warksheet Title:

Table Format:
o . A~

I~ fppiyto ailows

Accountingd ¥

View Fomals

Formats to Apply
v

v Font

¥ Aligrment

¥ Border

IV Pattems

V' WidthHeight

Cancel < Previous Hest > Firish

Frocessing completed

83

The State of New Hampshire
NH FIRST Project D R A F T

Mi ft Add-Ins Q Wizard
icroso ns Query Wizar 10/2/09

Select the Workbook tab. In the Select Output Workbook section, select Load into
Current Workbook to send the data to a current, open workbook, this is the default.
You can also define the Starting Position for the data in a worksheet. Select the Clear
Worksheet Before Send checkbox to clear the contents of the sheet before querying the
data.

Lawson Query Wizard for Excel, Sourc:

Welcome | Fietds| Column Headings | Citera | Sublotals | Sort | Fomat | Wekbogk | MapWizard |

Select Dutput Workbook Select Starting Pastion in Workshest
(+ Load into Cunert Waorkbaok. Sheet:[Sheetl <]
-

Load into Saved Workbaok [ =] Rl

[~ Clear Worksheet Before Send

Mail Merge Dutput Option

[~ Save Output For Mail Merge:

Cancel < Previous Next > Firish
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Before executing the query, click the double green and yellow a.rrowsE and verify the
retrieval time-out period. Not having enough time allotted may be a factor in receiving
incomplete data. Consider setting up the value to 300 seconds or so and verify this
allows enough time to capture the full amount of data. Then, click Finish. Your query
results will populate in your workbook and the Query Wizard will be minimized.

=i USER PREFERENCES X

RETRIEVAL TIME-OUT _ VALUE
Data Response Timeout (n seconds)  [50

Cancel/Exit Save Preferences

Important: The query will overwrite anything in the current Excel
spreadsheet. It is recommended that you save your work and close any
other spreadsheets that are open on your PC.
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To save your query for future use, click the Save E jcon. Name your query and save to
the desired location. To reopen a query at a later time, you must first open the query
wizard, then use the folder icon ¥|to open your query.

E3 Law-on S3 Query Wizard for Excel, Source = Database Tables

ome | Fields| Colum Headings | Citera | Sublotals | Sert | Fomat | Workbook | Map Wizard
Choose Query Source:
& Database Tables
© Application
Lawson S3
Add-Tns for
Microsoft® Office
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